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Re-Engineering  Government 
Procurement  Reform 


Join  the  Team  That's 
Changing  the  Future 
of  Procurement 

RFR  Training  -  Morning  Session 


Procurement  Reform 
Request  for  Response  (RFR)  Training 

Agenda 

•  Introduction  of  Trainers 

•  Overview 

-  Best  Value  -  Procurement  Principles 

-  Procurement  Management  Teams  (PMTs) 

-  The  Competitive  Procurement  Process 

-  Drafting  a  Request  For  Response  (RFR) 

•  Comm-PASS  Demonstration 

•  CASE  STUDY  Walk  Through  Different  Types  of  Acquisitions 

•  Transactions  and  Transition 

-  Incidental  Purchases,  OPENORDER 

•  Questions  and  Answers 


Procurement  Reform 
RFR  TRAINERS 

Gary  Lambert,  Deputy  Purchasing  Agent, 
Department  of  Procurement  and  General  Services 
(PGS) 

Kathleen  Kennedy,  Procurement  Manager, 
Department  of  Procurement  and  General  Services 
(PGS) 

Elizabeth  Kilcoyne,  Deputy  Comptroller,  Office  of 
the  Comptroller  (CTR) 

Jenny  Hedderman,  Deputy  General  Counsel, 
Office  of  the  Comptroller  (CTR) 


Procurement  Reform 
RFR  TRAINERS 

Ellen  Phillips,  Director  of  Acquisitions  and  Services, 
Department  of  Procurement  and  General  Services 
(PGS) 

Harold  Fisher,  General  Counsel, 

Department  of  Procurement  and  General  Services 

(PGS) 

Tim  Landy,  Director  or  Management  Information 
Systems,  Department  of  Procurement  and  General 
Services  (PGS) 


OVERVIEW 
Procurement  Principles  (Best  Value) 


•  Achieves  performance  outcomes 

•  Generates  best  quality  and  economic  value 

•  Performed  timely 

•  Minimizes  burden  on  administrative 
resources 

•  Expedites  simple  or  routine  purchases 

See  Handbook  Part  1-1 


OVERVIEW 
Procurement  Principles  (Best  Value) 


•  Flexibility  in  business  relationships 

•  Encourages  competition 

•  Participation  of  quality  Vendors  (  MBE  and 
Small ) 

•  Procurement  planning  and  implementation 


See  Handbook  Part  1-1 


OVERVIEW 

PGS  Procurement  Management  Teams  (PMTS) 


•  Procurement  and  Management  of  Statewide 
Contracts 

•  Procurement  of  or  Assistance  with  Contracts 
>$50,000  Upon  Request  of  Department 

•  Advice  on  Department  Procurements  <$50,000 
Upon  Request 

See  Handbook  Part  1-111 


New  Procurement  Infrastructure 
Procurement  Management  Teams 
(PMTS) 


Statewide  Contracts 

|.  Technology 

Vendor  Input 


Policy  Development 


Communication 
Network 


Planning 


New  Procurement  Infrastructure 
Procurement  Management  Teams  (PMTS) 
and  Support  Units 


New  Procurement  Infrastructure 
Procurement  Management  Teams 
 (PMTS) 

Join  a  Team  That's 
Changing  the  Future 
of  Procurement 

Help@PMT@PGS 
FAX  727-  4527 
KKennedy_PGS@state.ma.us 


OVERVIEW 


The  Approach  to  the 
Competitive  Procurement 
Process 


See  Handbook  Part  2-1 


801  CMR  21.00  and  Handbook 


80 1  CMR  2 1 . 00 :  Sets  Basic  Procurement  Standards 


Handbook :  Interprets  80 1  CMR  2 1 . 00 

New  Contract  and  Checklist  Forms 
Step-by-Step  Guide: 
Planning  a  Procurement  Drafting  a  Solicitation 

Conducting  a  Procurement  Negotiating  a  Contract 
Contract  Management  Quality  Assurance 


What  and  Who  Is  Covered? 

See  Handbook  Part  1-111 


•  Absent  Superseding  Law  or  Regulation,  801  CMR 
21 .00  covers  the  acquisition  of  all  Commodities 
and  Services  by  Executive  Branch  Departments. 

•  801  CMR  21.00  does  not  cover: 

-  Purchase  of  Services  (POS) 

-  Real  Property  Sales  and  Leasing 

-  Horizontal  and  Vertical  Construction 

•  Use  Expenditure  Classification  Handbook  to 
Identify  Covered  Object  Codes 

•  Use  Closing  Opening  Book  For  Additional  Info 


New  Procurement  Infrastructure 

Previous  Balance  of  Legal,  Fiscal  and 
Procurement  Authority  and  Responsibilif 


Oversight  Departments 
ANF,  PGS,  CTR 

Procedures 
Authority 

Regulations 
Responsibility 
Accountabili 


User  Departments 


Discretion 


OVERVIEW 


The  Approach  to  the 
Competitive  Procurement 
Process 


See  Handbook  Part  2-1 


801  CMR  21.00  and  Handbook 


801  CMR  21.00 
Commodities 
and 
Services 


Procurement  Policies  and 
Procedures 
Handbook 


+ 


80 1  CMR  2 1 .00 :  Sets  Basic  Procurement  Standards 
Handbook:  Interprets  80 1  CMR  2 1 .00 

New  Contract  and  Checklist  Forms 
Step-by-Step  Guide: 
Planning  a  Procurement  Drafting  a  Solicitation 

Conducting  a  Procurement  Negotiating  a  Contract 
Contract  Management  Quality  Assurance 


What  and  Who  Is  Covered? 

See  Handbook  Part  1-111 


•  Absent  Superseding  Law  or  Regulation,  801  CMR 
21 .00  covers  the  acquisition  of  all  Commodities 
and  Services  by  Executive  Branch  Departments. 

•  801  CMR  21.00  does  not  cover: 

-  Purchase  of  Services  (POS) 

-  Real  Property  Sales  and  Leasing 

-  Horizontal  and  Vertical  Construction 

•  Use  Expenditure  Classification  Handbook  to 
Identify  Covered  Object  Codes 

•  Use  Closing  Opening  Book  For  Additional  Info 


New  Procurement  Infrastructure 

Previous  Balance  of  Legal,  Fiscal  and 
Procurement  Authority  and  Responsibilil 


Oversight  Departments 
ANF,  PGS,  CTR 

Procedures 
Authority 

Regulations 
Responsibility 
Accountabili 


User  Departments 


Discretion 


New  Procurement  Infrastructure 

NEW  Balance  of  Legal,  Fiscal  and 
Procurement  Authority  and  Responsibili 


Oversight  Departments  user  Departments 


New  Procurement  Infrastructure 

Oversight-Department  Responsibilities  and 
Accountability  See  Handbook  Part  2-11 


•  Develop  and  Implement  Statewide  Procurement 
Laws,  Regulations  and  Policies. 

•  Develop  Statewide  Procurement  Planning,  Manage 
PMTs,  Information  Sharing  and  Quality  Assurance 

•  Provide  Advice,  Technical  Support,  Assistance, 
Information  Sharing  and  Training  to  Departments 
Upon  Request 

•  Pend  3  or  Pend  5  Secondary  Approval  is  NOT  a 
legal  compliance  approval.  It  is  a  procedural  review 
to  enable  processing  and  filing  of  Contracts  or 
Transactions 


Procedures 
Authority  , 
Regulation/ 


ANF,  PGS,  CTR 


Discretion 
Responsibility 
accountability 


New  Procurement  Infrastructure 

What  are  NOT  Responsibilities  and 
Accountability  of  Oversight-Department 

•  DO  NOT  Approve  or  Provide  Waivers 

•  DO  NOT  Approve  Legal  Compliance  of: 

-  A  Department's  Procurement  Decisions 

-  Procurements  Conducted  by  a  Department 

-  Contracts  or  Transactions  Executed  by  a 
Department 


See  Handbook  Part  2-11 


New  Procurement  Infrastructure 

User-Department  Responsibilities  and 
Accountability 

Departments  are  Responsible  and  Accountable  for 
Legal,  Fiscal,  Regulatory,  Policy  and  Procedural 
Compliance  of: 

-  A  Department's  Procurement  Decisions 

-  Procurements  Conducted  by  a  Department 

-  Contracts  or  Transactions  Executed  by  a  Department 

-  Documenting  Compliance  as  Part  of  a  Procurement 
File 

-  (Signatory  Authorization  -  MMARS  MEMO  168D) 

See  Handbook  Part  2-  IV 


Re-Engineering  Government 
Procurement  Reform 


Join  the  Team  That's 
Changing  the  Future 
of  Procurement 


Re-Engineering  Government 
Procurement  Reform 

Department's  actions  will  PICK  the 
success  or  failure  of  Procurement. 


Pride 
Integrity 
Common  Sense 
Knowledge 


Concept  of  a  Request  for  Responses 

(RFR) 


Request 
for 
Responses 


Build  -To  -Suit 

Build  -  to  -  Grow 


New  Procurement  Infrastructure 
When  Making  Procurement  Decisions, 
Use  the  "D-LAWS": 

Decision  adequately  documents: 

Legal  and  Fiscal  Compliance  (Laws,  Regs, 
Contractual) 

Application  of  Procurement  Policy  and 
Procedures? 

What  Makes  Common  Sense  for  Situation? 


Supports  and  Balances  "Best  Value"  Procurement 
Principles 


"D  -  LAWS" 


When  Making  Procurement  Decisions 
Use  the  "D-LAWS": 

Decision  adequately  documents: 

Legal  and  Fiscal  Compliance  (Laws,  Regs, 

Contractual  -  Consult  Legal  and  Fiscal 
Staff) 

Application   of  Procurement  Policy  and 
Procedures?  (Consult  Handbook) 

Makes  Common  Sense  for  Situation? 

Supports    and    Balances    "Best  Value" 
Procurement  Principles 

•  Achieves  performance  outcomes 

•  Generates  best  quality  and  economic  value 

•  Performed  timely 

•  Minimizes  burden  on  administrative  resources 

•  Expedites  simple  or  routine  purchases 

•  Flexibility  in  business  relationships 

•  Encourages  competition 

•  Participation  of  quality  Vendors  (MBE  and  Small) 

•  Procurement  planning  and  implementation 


See  Handbook  Part  1-1  for  Details 
on  Procurement  Principles 
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RFR  Drafting  Tip  #1.  Provide  Same 
Opportunity  and  Information  to 
ALL Bidders 

RFR  Should  Provide  ALL  Bidders  With: 

•  Access  to  Same  Information 

•  Notice  of  Proposed  Scope  of  Performance 

•  Notice  of  Department's  Right  to  Negotiate 
Potential  Changes  in  Scope 

•  Same  Opportunity  for  Bidders  to  Provide 
"Best  Value"  Responses  or  Options. 

See  Handbook  Part  2  -  II 


RFR  Drafting  Tip  #2.  Develop 
Comprehensive  RFR  Scope  -  Don't 
Limit  Your  Vision  and  Plan  Ahead. 

IIBIBIIIM^ 

Contract  Negotiation  and  Amendments  are  LIMITED 
by  SCOPE  of  RFR  and  Bidder's  Response,  so: 

•  Define  all  KNOWN  Details,  Quality  and  Quantity  of 
Performance  OR  if  unknown,  Goals  and  Required 
Outcomes. 

•  Define  (Or  have  Bidder's  Define)  Potential 
Additional  Related/unrelated  performance  that 
Department  may  need  or  want  during  Contract. 

•  Define  what  Department  wants  Ability  to  Negotiate, 
Change  or  Amend. 

See  Handbook  Part  2  -  II 


RFR  Drafting  Tip  #3.  RFR  Drafting 
Formula  -  Cover  All  the  Bases 

W  5  +  H  =  Who,  What,  Where,  When  +  How. 

When  Asking  a  Question,  Your  Answer 
Should  be:  "Yes,  that  is  addressed  in  the 
RFR." 

Apply  "D  -  LAWS"  when  making  these 
Procurement  Decisions 

See  Handbook  Part  2  -  II 


RFR  Drafting  Tip  #4.  Define 
Important  Terms  to  Meet  Your 
Needs.  

If  RFR  is  silent,  courts  will 
interpret  terms  based  on  normal 
usage  and  industry  standard.  If 
Department's  definition  is 
different  it  should  be  included 
as  part  of  RFR. 


See  Handbook  Part  2  -  II 


RFR  Drafting  Tip  #5.  Be  Clear  and 
Concise  in  Your  Drafting. 


Contract  Negotiation  and  Amendments  are  LIMITED 
by  SCOPE  of  RFR  and  Bidder's  Response,  so: 

•  Identify  all  KNOWN  Details,  Specifications,  Quality 
and  Quantity  of  Performance.  ("If  You  Know  it  -  Put 
it  in  RFR") 

•  Draft  RFR  so  a  person  with  no  knowledge  or 
procurement  experience  would  understand 
performance  expectations  and  requirements 
without  outside  information  or  explanation. 

See  Handbook  Part  2  -  II 


RFR  CHECKLIST  AND 
RFR  SAMPLE 


•  MAKE  RFR  FORMS  WORK  FOR  YOU 

•  Make  Notations  and  Reminders 

•  Add  Relevant  Information  such  as 
target  dates  and  estimates 

•  Checklist,  Worksheet  and  Sample 
RFR  are  skeletons  upon  which  you 
Build. 


See  Handbook  Attachments 


REQUEST  FOR  RESPONSE  (RFR)  CHECKLIST 

Please  refer  to  the  Commonwealth  of  Massachusetts  Policies  and  Procedures  Handbook  for  a  Sample  RFR 
document  that  correspond  to  this  Checklist  and  Additional  Helpful  Information  and  Required  Procedures. 

RFR  Drafting  Tips: 

1.  Provide  the  Same  Information  and  Opportunity  to  All  Bidders 

2.  Develop  a  Comprehensive  RFR  Scope  -  Don't  Limit  Your  Vision  and  Plan  Ahead 

3.  RFR  Formula  -  Covering  All  the  Bases 

4.  Define  Important  Terms  to  Meet  Your  Needs 

5.  Be  Clear  and  Concise  in  Your  Drafting 

Minimum  Requirements  for  every  RFR:  (See  RFR  Worksheet  and  Sample  RFR) 

[Copy  a  blank  Sample  RFR  and  use  this  as  the  base  for  all  RFRs.  Fill  in  each  of  the  following  sections  in 
the  Sample  RFR  with  as  much  information  as  is  available  and  necessary  for  this  RFR  and  attach  necessary 
and  informational  RFR  attachments  as  described  below.  Refer  to  Handbook  for  detailed  instructions  and 
additional  guidance.] 

1.  Description  or  Purpose  of  Procurement 

2.  Identify  Acquisition  Method  (Outright  Purchase,  License,  Lease-Purchase,  Lease,  Rental,  Fee 
for  Service) 

3.  Identify  Whether  Single  or  Multiple  Contractors  Required 

4.  Identify  Whether  Single  or  Multiple  Department  Users 

5.  Identify  Anticipated  Duration  of  Contract  Including  Renewal  Options 

6.  Identify  Anticipated  Expenditures,  Funding  or  Compensation 

7.  Identify  Contract  and  Performance  Specifications 

8.  Identify  Instructions  for  Submission  of  Responses 

9.  Identify  Deadline  for  Responses  or  Procurement  Calendar 

10.  RFR  Attachments  (Please  refer  to  Section  Below  on  Attachments) 

ADDITIONAL  CONSIDERATIONS  OR  POTENTIAL  ADDITIONS  TO  RFR 

Identify  Contract  Deliverables: 

Identify  Relevant  Performance  Dates  and  Deadlines? 

What  are  Performance  Measurements  -  How  Will  Performance  be  Judged? 

WHAT  INFORMATION  DO  YOU  WANT  TO  KNOW  ABOUT  A  BIDDER?  (ADD  ALL  THAT  APPLY  TO 
RFR): 

Firm  Profile,  Organization  Chart? 
Years  in  Business  -  Experience? 

Key  Personnel?  (Required  for  Consultant  Contracts  -  See  Attachment  in  Sample  RFR) 
Identification  of  Subcontractors? 

Identification  of  MBE  Status  or  Use  of  MBE  Subcontractors?  (See  Attachment  in  Sample  RFR) 

Financial  Statements  -  Audited  or  Un-audited? 

Business  References?  (See  Attachment  in  Sample  RFR) 

Identification  of  Similar  Contracts  or  Projects? 

Will  Contractor  Owned  Materials  Be  Used  During  Performance? 

Should  Bidders  Identify  Additional  Related  Commodities  and  Services? 

Should  Bidders  Identify  "Market  Basket"  or  "Catalog"  of  Available  Commodities  and  Services? 
Should  Bidders  Identify  More  Cost  Effective  or  Best  Value  Alternative? 

ADDITIONAL  CONTRACT  REQUIREMENTS  OR  CONSIDERATIONS:  ADD  ALL  THAT  APPLY  TO  RFR 

Prevailing  Wages  Requirements? 
Performance  or  Surety  Bonds? 
Risk  of  Loss  or  other  Insurance? 

Proof  of  Workers  Compensation  Payments  and  Unemployment  Insurance? 

Identification  of  Other  Contracts  with  Massachusetts  Departments?  (See  Consultant  Attachment  - 
in  Sample  RFR). 

Identification  of  Financially  Interested  Parties?  (See  Consultant  Attachment  in  Sample  RFR) 
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REQUEST  FOR  RESPONSE  (RFR)  CHECKLIST 

Please  refer  to  the  Commonwealth  of  Massachusetts  Policies  and  Procedures  Handbook  for  a  Sample  RFR 
document  that  correspond  to  this  Checklist  and  Additional  Helpful  Information  and  Required  Procedures 

Record  Keeping  Requirements? 
Programmatic  or  Fiscal  Reporting  Requirements? 
Affirmative  Action  Plan  (Required  Large  Procurements) 
Certification  of  Tax  Compliance? 

Invoice  and  Payment  Specifications  -  Electronic  Fund  Transfers(EFT)  (See  Sample  RFR) 
Ordering  through  Electronic  Date  Interchange? 

Other  Certifications,  Statutory  Requirements,  (World  Trade  Organization,  etc.) 


RFR  ATTACHMENTS:  (Attach  these  Mandatory  Attachments  to  RFR) 

1.  COMMONWEALTH  TERMS  AND  CONDITIONS  (required) 

2.  STANDARD  CONTRACT  FORM  (required) 

3.  Additional  RFR  Specifications  Provided  by  PGS  PMT  Groups:  (required) 
(Please  Contact  the  relevant  PGS  PMT  group  for  electronic  or  diskette  copies  of  these 
specifications  and  further  assistance  in  adding  these  to  RFR): 

a)  Consultant  Contract  Required  Submissions  (See  Sample  RFR)(required) 

b)  Contractor  Authorized  Signatory  Verification  Form  (Required  for  Large  Procurements)(See 
Sample  RFR) 

c)  Information  Technology  (IT)  Specifications(To  be  issued  by  PGS)  (required) 

d)  Commodity  Purchase  Specifications  (To  be  issued  by  PGS)  (required) 

e)  Lease/Rental/TELP  Specifications(To  be  issued  by  PGS)  (required) 

RFR  ATTACHMENTS:  (Attach  any  of  these  Optional  Attachments  to  RFR)) 

1.  Minority  Business  Enterprise  (MBE)  Participation  Form  (Optional) 

2.  Business  Reference  Form  (Optional) 

3.  Authorization  for  Electronic  Funds  Transfer  Payments  Form  (Optional) 

4.  Other  Department  Attachments 
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REQUEST  FOR  RESPONSE  (RFR)  CHECKLIST 

Please  refer  to  the  Commonwealth  of  Massachusetts  Policies  and  Procedures  Handbook  for  a  Sample  RFR 
document  that  correspond  to  this  Checklist  and  Additional  Helpful  Information  and  Required  Procedures 


RFR  PROCUREMENT  PROCESS  -  QUICK-REFERENCE 


Procurement 
Process 

Small  Procurements  <$50,000 

Large  Procurements  >  $50,000 

RFR  Drafting 

RFR  -  Build  to  Suit  -  See  RFR  Checklist  and 
Handbook  for  Additional  Information 

RFR  -  Build  to  Suit  -  See  RFR  Checklist  and 
Handbook  for  Additional  Information 

RFR  Response  Format 

Responses  may  be  made  through  fax,  mail  or 
personal  delivery  as  specified  in  RFR.  No 
electronic  Responses 

Mail  or  personal  delivery.  Hard  copies  required, 
sealed  Responses.  No  faxed  or  electronic 
Responses 

Bidders  List 

Dept.  maintains  manual  list  composed  of  all 
Bidders  who  request  copy  of  RFR,  attend  a 
Bidders  Conference,  submit  Written  Questions, 
submit  a  Response  or  ask  to  be  placed  on  Bidders 
List 

Dept.  maintains  list  of  all  Bidders  who  submit  a 
Response  to  an  RFR  distributed  through  Comm- 
PASS 

Bidders  Conference 

Optional.  If  yes,  Dept.  adds  date,  time  and  Place  in 
RFR 

Optional.  If  yes,  Dept.  adds  date,  time  and  Place  in 
RFR 

Written  Inquiries 

Optional.  If  yes,  Dept.  adds  deadline  date,  time, 
place  and  method  of  submission  of  questions(Mail, 
fax,  electronic)  in  RFR 

Optional.  If  yes,  Dept.  adds  deadline  date,  time, 
place  and  method  of  submission  of  questions(Mail, 
fax,  electronic)  in  RFR 

Answers  to  Written 
Questions 

If  option  used,  Dept.  will  send  notice  with  answers 
to  all  Bidders  on  the  Bidders  List  (Mail,  fax) 

If  option  used,  Dept  will  submit  e-mail  or  diskette 
copy  of  Answers  to  PGS  for  posting  on  Comm- 
PASS, 

Evaluation  Criteria 

Required  -  Must  be  Completed  prior  to  RFR 
Distribution  Evaluation  Criteria  Amendments  must 
be  Completed  Prior  to  Review  of  any  Responses 

Required  -  Must  be  Completed  prior  to  RFR 
Distribution.  Evaluation  Criteria  Amendments  must 
be  Completed  Prior  to  Review  of  any  Responses 

RFR  Advertisement  or 
Distribution 

Dept.  distributes  written  RFR  to  min.  3  Qualified 
Bidders,  or  through  newspapers,  Goods  and 
Services  or  as  required  by  statute.  No  telephone 
distribution.  Use  of  Comm-PASS  optional  and 
encouraged.  Follow  column  on  Large 
Procurements"  if  Comm-PASS  is  used. 

Dept.  submits  e-mail  or  diskette  copy  of  RFR  to 
PGS  for  posting  on  Comm-PASS,  and  through 
newspapers,  Goods  and  Services  Bulletin  (optional) 
or  as  required  by  statute. 

RFR  Amendments 

Dept  sends  notice  with  amendments  to  all  Bidders 
on  ine  diqcjcfs  Lioi  (Man  \axj 

Dept.  submits  e-mail  or  diskette  copy  of 

A  rvianri  rm  ante  In  D/*^C  fnr  r\r*ebmn      f~i  f*r\rv\rv\    DA  C  C 

Hmcnumcnis  to  roo  tor  posting  on  uomniTMoo 

RFR  Cancellation 

Dept.  sends  notice  of  cancellation  to  all  Bidders  on 
the  Bidders  List  (Mail,  fax) 

Dept.  submits  e-mail  or  diskette  copy  ot  notice  of 
cancellation  to  PGS  for  posting  on  Comm-PASS 

Receipt  of  Responses 

Dept.  date  stamps  or  records  date  and  time  of 
receipt 

Dept.  date  stamps  or  records  date  and  time  of 
receipt 

Reference  Checks 

optional.  Business  Reference  Attachment  may  be 
added  to  RFR  or  Dept.  may  conduct  separate 
checks 

optional.  Business  Reference  Attachment  may  be 
added  to  RFR  or  Dept.  may  conduct  separate 
checks 

Oral  Presentations 

optional.  If  option  used,  date,  time  and  place 
should  be  identified  in  RFR  or  selected  Bidders 
notified  directly 

optional.  If  option  used,  date,  time  and  place  should 
be  identified  in  RFR  or  selected  Bidders  notified 
directly 

Response  Corrections 

at  Dept.  option 

at  Dept  option 

Response  Clarifications 

at  Dept.  option,  Dept.  sends  notice  of  option  for 

darifi^atinn  nf  Qnp/*ifipfi  ^wtinn  tn  nil  Rirlripr^  that 

submitted  Responses  (Mail,  fax) 

at  Dept.  option,  Dept.  sends  notice  of  option  for 

rlarifif atinn  nf  ^nprifipri  ^pftinn  tn  all  Ririripr^  that 

submitted  Responses  (Mail,  fax)  or  submits  e-mail 
or  diskette  copy  of  notice  of  opportunity  for 
clarification  to  PGS  for  posting  on  Comm-PASS 

Best  and  Final  Offer 

optional,  same  terms  to  all  chosen  Bidders 

optional,  same  terms  to  all  chosen  Bidders 

Notice  of  Selection 

Dept.  sends  notice  of  selection  or  non-selection  to 
all  Bidders  that  submitted  Responses  (Mail,  fax) 

Dept.  submits  e-mail  or  diskette  copy  of  notice  of 
selection  to  PGS  for  posting  on  Comm-PASS 

Debriefing 

at  Dept.  option 

at  Dept  option 
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GENERAL  INFORMATION 

The  terms  of  801  CMR  21.00:  Procurement  of  Commodities  and  Services  is  incorporated  by  Reference  into  this 
RFR.  Words  used  in  this  RFR  shall  have  the  meanings  defined  in  801  CMR  21  00  Additional  definitions  may  also  be 
identified  in  this  RFR  All  terms,  conditions,  requirements,  and  procedures  included  in  this  RFR  must  be  met  for  a 
Response  to  be  determined  responsive   If  a  Bidder  fails  to  meet  any  material  term,  condition,  requirement  or  procedure, 
its  Response  may  be  deemed  unresponsive  and  disqualified. 

Unless  otherwise  specified  in  this  RFR  all  communications,  responses,  and  documentation  must  be  in  English,  all 
measurements  must  be  provided  in  feet,  inches,  and  pounds  and  all  cost  proposals  or  figures  in  U.S.  Currency.  All 
Responses  must  be  submitted  in  accordance  with  the  specific  terms  of  this  RFR.  No  electronic  Responses  may  be 
submitted  in  response  to  this  RFR. 

Bidders  are  prohibited  from  communicating  directly  with  any  employee  of  the  Procuring  Department  except  as  specified  in 
this  RFR,  and  no  other  individual  Commonwealth  employee  or  representative  is  authorized  to  provide  any  information  or 
respond  to  any  question  or  inquiry  concerning  this  RFR   Bidders  may  contact  the  Contact  Person  for  this  RFR  in  the  event 
this  RFR  is  incomplete  or  the  Bidder  is  having  trouble  obtaining  any  required  attachments  electronically  through  Comm- 
PASS 

The  Procurement  Team  Leader  may  provide  reasonable  accommodations,  including  the  provision  of  informational  material 
in  an  alternative  format,  for  qualified  Bidders  with  disabilities  or  other  hardships.  Bidders  requiring  accommodation  shall 
submit  requests  in  writing,  with  supporting  documentation  justifying  the  accommodation,  to  the  Procurement  Team  Leader 
The  Procurement  Team  Leader  reserves  the  right  to  grant  or  reject  any  request  for  accommodation. 

All  responses  and  information  submitted  in  response  to  this  RFR  are  subject  to  the  Massachusetts  Freedom  of 
Information  Law,  M.G.L.,  Chapter  66,  Section  10,  and  to  Chapter  4,  Section  7,  Subsection  26,  regarding  public  access  to 
such  documents.  Any  statements  reserving  any  confidentiality  or  privacy  rights  in  submitted  Responses  or  otherwise 
inconsistent  with  these  statutes  will  be  void  and  disregarded. 

The  Commonwealth  makes  no  guarantee  that  any  Commodities  or  Services  will  be  purchased  from  any  Contract 
resulting  from  this  RFR.  Any  estimates  or  past  procurement  volumes  referenced  in  this  RFR  are  included  only  for  the 
convenience  of  Bidders,  and  are  not  to  be  relied  upon  as  any  indication  of  future  purchase  levels. 

Unless  otherwise  clearly  stated  in  this  RFR,  any  reference  to  a  particular  trademark,  trade  name,  patent,  design,  type, 
specification,  producer  or  supplier  is  not  intended  to  restrict  this  RFR  to  any  manufacturer  or  proprietor  or  to  constitute  an 
endorsement  of  any  good  or  service,  and  the  Department  may  consider  clearly  identified  offers  of  substantially  equivalent 
goods  and  services  submitted  in  response  to  such  reference. 

If  a  Bidder  is  unable  to  meet  any  of  the  specifications  required  in  this  RFR,  the  Bidder's  Response  must  include  an 
alternative  method  for  meeting  such  specification  by  identifying  the  specification,  the  proposed  alternative  and  thoroughly 
describing  how  the  alternative  achieves  substantially  equivalent  or  better  performance  to  the  performance  required  in  the 
RFR  specification.  The  Department  will  determine  if  a  proposed  alternative  method  of  performance  achieves  substantially 
equivalent  or  better  performance. 

The  goal  of  this  RFR  is  provide  the  best  value  of  Commodities  and  Services  to  achieve  the  procurement  goals  of  the 
Department.  Bidders  proposing  alternatives  which  provide  substantially  better  or  more  cost  effective  performance  than 
achievable  under  a  stated  RFR  specification  or  Bidders  that  propose  discounts,  uncharged  Commodities  and  Services  or 
other  benefits  in  addition  to  the  RFR  specifications  may  receive  a  preference  or  additional  points  under  this  RFR  as 
specified. 

All  Responses  must  be  presented  using  the  same  numbering  and  ordering  sequence  used  in  this  RFR  or  as  otherwise 
specified. 

Costs  which  are  not  specifically  identified  in  the  Bidder's  Response,  and  accepted  by  a  Department  as  part  of  a 
Contract,  will  not  be  compensated  under  any  Contract  awarded  pursuant  to  this  RFR.  The  Commonwealth  will  not 
be  responsible  for  any  costs  or  expenses  incurred  by  Bidders  responding  to  this  RFR. 

If  this  RFR  has  been  distributed  electronically  using  the  Comm-PASS  system,  it  shall  be  the  responsibility  of  every  Bidder 
to  check  Comm-PASS  for  any  addenda  or  modifications  to  this  RFR.  The  Commonwealth  and  its  subdivisions  accept  no 
liability  and  will  provide  no  accommodation  to  Bidders  who  fail  to  check  for  amended  RFRs  and  submit  inadequate  or 
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REQUEST  FOR  RESPONSE 


incorrect  Responses.  Potential  Bidders  are  advised  to  check  the  "last  change"  field  on  the  summary  page  of  RFRs  for 
which  they  intend  to  submit  a  response  to  ensure  that  they  have  the  most  recent  RFR  files. 

Bidders  may  not  alter  (manually  or  electronically)  the  RFR  language  or  any  RFR  component  files.  Modifications  to  the 
body  this  RFR,  specifications,  terms  and  conditions,  or  which  change  the  intent  of  this  RFR  are  prohibited.  Any 
unauthorized  modifications  may  disqualify  a  Response. 


All  Bidders  will  be  required  to  complete,  execute  and  return  the  following  two(2)  documents: 

1.    All  Bidders  must  complete,  execute  and  return  the  Commonwealth  Terms  and  Conditions  attached  to  this  RFR.  If 
the  Bidder  has  already  executed  and  filed  the  Commonwealth  Terms  and  Conditions,  please  indicate  this  in  your 
Response  The  Commonwealth  Terms  and  Conditions  shall  be  incorporated  by  reference  into  any  Contract  for 
Commodities  and  Services  executed  pursuant  to  this  RFR.  A  Bidder  is  required  to  execute  the  Commonwealth 
Terms  and  Conditions  only  once 

2     All  Bidders  must  also  complete,  execute  and  return  the  Standard  Contract  Form  as  follows: 

 (a)  as  the  cover  sheet  to  their  Response.  Failure  to  return  a  completed  and  executed  Standard 

Contract  Form  will  disqualify  the  Bidder's  Response. 

 (b)  upon  selection  for  Contract  negotiation  and  execution. 

By  executing  the  Standard  Contract  Form,  the  Contractor  certifies  under  the  pains  and  penalties  of  perjury  that  it  has 
submitted  a  Response  to  a  Request  for  Response  (RFR)  issued  by  the  Department  and  that  this  Response  is  the 
Contractor's  offer  as  evidenced  by  the  execution  by  the  Contractor's  authorized  signatory,  that  the  Contractor's  Response 
may  be  subject  to  negotiation  by  the  Department,  and  that  the  terms  of  the  RFR,  the  Contractor's  Response  and  any 
negotiated  terms  shall  be  deemed  accepted  by  the  Department  and  included  as  part  of  the  Contract  upon  execution  of  the 
Standard  Contract  Form  by  the  Department's  authorized  signatory. 

Purchasing  Department: 
Address: 
Telephone  #: 
Fax  #: 

E-Mail  or  Internet  Address: 
RFR  File  Name/Title: 
RFR  File  Number: 

Procurement  Team  Leader/Contact  Person: 
Procurement  Management  Group/Category: 
1.  Description  Or  Purpose  Of  Procurement: 


2.  Acquisition  Method: 

 Outright  Purchase   Fee  For  Service   License 

 Tax  Exempt  Lease  Purchase  (TELP)   Lease  Purchase   Term  Lease 

 Rental  (not  to  exceed  6  months)  Other  (specify):  

3.  Whether  Single  Or  Multiple  Contractors  Are  Required  For  Contract(S) 
 Single  Contractor   Multiple  Contractors 

4.  Whether  Single  Or  Multiple  Departments  Will  Be  Able  To  Use 


 Only  Procuring  Department  May  Contract  Under  RFR 
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Option  to  Allow  Other  Departments\Political  Subdivisions  to  Contract  Under  RFR 


Statewide  Contract 


Multi-Department  User  Contract 


Pre-Qualification  List 


5.  Expected  Duration  Of  Contract  (Initial  Duration  and  Any  Options  to  Renew) 


Initial  Duration 


one-time  purchase. 


months. 


year(s) 


Renewal  Options  (indicate  number) 


options  to  renew  for: 


months  each  option 


options  to  renew  for 


year  each  option 


6.  Anticipated  Expenditures,  Funding  Or  Compensation  For  Expected  Duration 

(Optional)  Estimated  Value  of  Procurement  (Including  Anticipated  Renewal  Options):$ 

 Contract  will  have  a  Maximum  Obligation  Amount. 

 Contract  will  NOT  have  a  Maximum  Obligation  Amount,  (Rate  Contract). 

 Subject  to  Quotes  by  Pre-Qualified  List  of  Contractors 

Will  Federal  Funds  be  used  to  fund  and  part  of  Contract(s)?   NO,  YES  (If  YES,  to  what  extent?) 

7.  Indicate  Contract  Performance  And  Business  Specifications: 


8.  Instructions  For  Submission  of  Responses:  (Where  and  How  to  Submit  Responses,  Format,  Medium  and  # 
Copies  of  Responses) 

9.  DEADLINE  FOR  RESPONSES  Or  Procurement  Calendar: 

Indicate  Deadline  Date:  

Indicate  Deadline  Time:  

Will  a  Bidders  Conference  be  offered?   NO   YES  (Indicate  Date,  Time  and  Place): 

Will  Opportunity  for  Written  Questions  be  Offered:  NO  YES  (Indicate  Deadline  Date,  Time  and  Place): 
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REQUEST  FOR  RESPONSE 
MINORITY  BUSINESS  ENTERPRISE  PARTICIPATION  FORM 


Bidder:  

RFR  Name/Title:   

RFR  Number:  #   

Minority  Business  Enterprises  (MBEs)  are  encouraged  to  submit  responses  to  this  RFR.  This  RFR  may  allow 
additional  points  for  SOMWBA  certified  MBE  Bidders;  and  Bidders  using  SOMWBA  certified  subcontractors  to 
provide  at  least  %  of  the  total  amount  stated  in  the  Response. 

Any  minority-owned  business  may  apply  to  SOMWBA  (State  Office  of  Minority  and  Women-Owned  Business 
Assistance)  for  certification,  and  SOMWBA  certified  MBEs  will  be  placed  on  the  Bidder  list  published  by 
SOMWBA.  For  further  information  on  SOMWBA  MBE  qualifications  or  access  to  SOMWBA  MBE  Bidder  lists, 
contact  SOMWBA  at:  100  Cambridge  Street,  13  Floor,  Boston,  MA  02202  Telephone  #  (617)  727-8692. 

The  Bidder  must  check  the  appropriate  space(s)  below,  and  attach  a  copy  of  the  current  MBE  certification(s)  for 
all  SOMWBA  Certified  MBEs  indicated. 

1         The  Bidder  is  a  SOMWBA  certified  MBE    yes    no 

2.  Each  Subcontractor  listed  below  is  a  SOMWBA  certified  MBE    yes    no 

3.  List  MBE  Subcontractors  and  amounts  to  be  provided  by  each  MBE  Subcontractor 

 $   

 $   

 $   

4.  Total  amount  to  be  provided  by  MBE  Subcontractor(s)  $  

The  Department  intends  to  monitor  MBE  participation,  and  may  require  the  Bidder  to  demonstrate  MBE 
participation  under  any  Contract  resulting  from  this  RFR.  Failure  of  the  Bidder  to  provide  the  total 
level  of  MBE  participation  as  indicated  on  this  attachment  shall  be  a  material  breach  of  any  Contract 
resulting  from  this  RFR. 
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REQUEST  FOR  RESPONSE 
BUSINESS  REFERENCE  FORM 

Bidder:  

RFR  Name/Title:   

RFR  Number:  #   

The  Bidder  must  provide(indicate  number) 

Reference  Name:  

Address:  

Fax/Internet  address:  

Description  and  date(s)  of  commodities  and  services  provided: 


business  references. 

 Contact:   

 Phone:  #(  ) 


Reference  Name:  Contact:   

Address:  Phone:  #  (  ) 

Fax/Internet  address:  

Description  and  date(s)  of  commodities  and  services  provided:   


Reference  Name:  Contact:   

Address:  Phone:  #  (  ) 

Fax/Internet  address:  

Description  and  date(s)  of  commodities  and  services  provided:   


References  will  be  contacted  to  confirm  the  Bidder's  abilities  and  qualifications  as  stated  in  the 
Bidder's  Response.  References  from  the  Procuring  Department  shall  not  be  accepted  for  references. 
The  Department  may  deem  the  Bidder's  Response  un-responsive  if  a  reference  is  not  obtainable  from  a 
listed  reference  after  reasonable  attempts. 
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REQUEST  FOR  RESPONSE 
CONTRACTOR  AUTHORIZED  SIGNATURE  VERIFICATION  FORM 


Bidder:  

RFR  Name/Title: 
RFR  Number:  # 


-»A.  PROOF  OF  BIDDER  OR  CONTRACTOR  SIGNATORY  AUTHORIZATION  TO  EXECUTE  CONTRACTS 
ON  BEHALF  OF  BIDDER  : 

 Massachusetts  Corporation  (Domestic)   Non-Mass  Corporation  (Foreign) 

 Non-U. S.  Corporation  (Alien)   Not-For-Profit  Corporation 

 Partnership   Trust 

 Public  Authority  (M.G.L.  C.  29,  §1) 

 Municipality,  County,  City,  Town,  District,  Commission  or  other  Local  Governmental  Entity 

 Private  Non-State  University  (State  Universities  must  follow  815  CMR  6.00  and  use  an  ISA) 

The  term  "Bidder"  below  applies  to  Bidders  completing  this  form  as  part  of  an  RFR  Response.  A 
Bidder  will  not  be  considered  a  Contractor  until  a  Standard  Contract  Form  has  been  executed  by  the 
Bidder  and  accepted  by  the  Department  and  executed. 

For  any  Contract  with  an  anticipated  value  that  equals  or  exceed  $50,000  dollars,  or  as  required  in 
Response  to  a  Request  for  Response  (RFR),  the  Bidder  must  complete  the  following  section  and  attach 
proof  that  the  individual  signing  a  Contract  is  authorized  to  execute  a  Contract  on  behalf  of  the  Bidder. 
Individuals  require  only  a  notarized  signature  in  Section  B.  below.  A  certification  for  a  Corporation  may  be 
made  below  by  the  corporate  clerk  with  the  corporate  seal  (a  Clerk  may  not  self-certify  signature  if  the  Clerk  is 
also  the  President)  or  by  an  attached  certified  copy  of  a  board  of  directors  vote  stating  that  the  signatory  is 
authorized  to  execute  contracts  on  behalf  of  the  corporation.  An  attached  certification  for  a  partnership  must 
document  that  the  signatory  to  execute  contracts  on  behalf  of  the  partnership.  Other  entities  must  attach  proof 
of  the  signatory's  authorization  to  execute  contracts  on  behalf  of  the  Bidder. 

If  the  documentation  attached  by  a  corporation,  partnership  or  other  entity  does  not  contain  an 
example  of  the  signature  of  the  authorized  signatory,  the  signatory  must  have  his/her  signature 
notarized  below  in  Section  B. 


-»B.  NOTARIZED  BIDDER/CONTRACTOR  SIGNATURE: 

For  any  Contract  with  an  anticipated  value  that  equals  or  exceed  $50,000  dollars,  or  as  required  in 
Response  to  a  Request  for  Response  (RFR),  OR  if  the  Bidder  is  an  Individual  OR  the  Bidder's  attached 
certification  for  Section  A  above  DOES  NOT  contain  an  example  of  the  Bidder's  signature,  the  individual 
executing  a  Contract  on  behalf  of  the  Bidder  must  have  his/her  signature  above  notarized.  The  signatory  may 
not  self-notarize  his/her  signature  but  must  have  independent  notarization  of  his/her  signature. 

I,  as  a  notary  public  certify  under  the  pains  and  penalties  of 

perjury  that  I  witnessed  the  signature  of  the  aforementioned  signatory  on  behalf  of  the  Bidder ,  and  the 

individual's  identity  was  verified,  on  this  date:  ,  19  .  My  commission 

expires  on:  

AFFIX  SEAL  HERE: 
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AUTHORIZATION  FOR  ELECTRONIC  FUNDS  PAYMENT 


What  should  a  department  do  to  process  a  payee's  request  to  receive  payment  via  electronic  funds 
transfer  (eft)  ? 

Electronic  funds  transfer  (EFT)  allows  for  payments  to  be  made  to  Contractors  electronically.  It  is  the 
preferred  method  of  payment  for  all  payees  doing  business  with  the  Commonwealth.  A  new  Contractor 
should  always  be  encouraged  by  the  department  to  receive  payment  electronically.  It  saves  the 
Commonwealth  money  and  can  be  more  efficient  for  the  payee.  When  a  department  initiates  a  new 
business  relationship  with  a  payee  this  question  should  always  be  asked. 

Registering  a  Contractor  for  EFT  payment  is  now  the  responsibility  of  the  department  doing  business  with 
that  payee.  The  Contractor  should  complete  and  return  to  the  department  the  "Authorization  For  Electronic 
Funds  Payment"  form,  which  follows.  This  form  contains  the  banking  information  that  the  department  must 
enter  on  the  Vendor  Update  (VU)  Transaction  screen. 

Departments  should  follow  the  steps  listed  below: 

1 .  Departments  will  enter  the  required  EFT  information  on  the  Contractor  Update  (VU)  screen. 

2.  After  the  Contractor  has  been  approved  by  CTR,  MMARS  alerts  Treasury  to  the  fact  that  an  EFT 
Contractor  request  has  been  entered. 

3.  The  Treasury  initiates  a  pre-note  process,  similar  to  a  test  run,  of  the  EFT  process,  to  ensure  that 
the  electronic  transfer  will  work  correctly.  This  takes  1 5  days  to  complete. 

4.  If  there  is  no  problem,  the  EFT  payment  process  is  enabled. 

5.  If  there  is  a  problem,  there  are  two  options: 

A.  In  some  cases,  TRE  will  be  able  to  correct  misinformation  and  process  the  EFT  request. 
The  Contractor  Banking  Status  Table  (VBST)  will  be  updated  with  a  V  in  the  "Notice  of 
Change"  field.  If  the  banking  information  has  been  corrected  the  department  may  have  to 
update  their  own  internal  system  when  applicable. 

B.  In  other  cases,  TRE  will  not  be  able  to  fix  the  information.  Departments  must  monitor  the 
VBST  table,  for  any  rejected  EFT  and  changed  requests.  The  VBST  screen  contains  the 
"Electronic  Commerce  Status  Flag".  If  the  value  for  your  department  Contractor  is  "R"  for 
Reject,  either  the  Pre-note  on  the  "EFT"  has  rejected  for  the  Contractors  shown  on  that 
table.  The  department  should  contact  the  Contractor  to  resolve  the  problem. 

Availability  of  Electronic  Funds  Transfer  (EFT)  for  Payees 

In  order  to  facilitate  the  Contractor's  use  of  this  technology,  on  the  next  page  is  the  Authorization  For 
Electronic  Funds  Payments  form  which  can  be  given  by  Departments  to  Contractors.  Contractors  should 
then  return  the  form  to  the  Department  so  the  following  data  can  be  entered  on  the  Contractor  Update  (VU) 
transaction. 

o         Bank  Transit  Routing  Number 

o         Bank  Account  Number 

o         Type  of  Account  (Checking  or  Savings) 

Having  the  Contractor  attach  a  voided  check  to  the  form  may  be  helpful  to  the  Department  in  ensuring  the 
accuracy  and  completeness  of  the  information.  To  complete  the  EFT  initiation  process,  Contractors  need  to 
contact  their  bank  and  inform  it  that  they  will  be  receiving  their  payments  by  EFT.  The  bank  receives  EFT 
payments  through  their  Automated  Clearing  House  (ACH)  service.  It  is  then  up  to  the  bank  to  provide  that 
detailed  payment  description  information  for  the  payee. 
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REQUEST  FOR  RESPONSE 
COMMONWEALTH  OF  MASSACHUSETTS 


AUTHORIZATION  FOR  ELECTRONIC  FUNDS  PAYMENT 


"I,  ,  hereby  authorize 

the  Department  noted  below,  through  the  State  Treasurer,  to  deposit  funds  due  into  the  account  at 
the  bank  named  below.  The  State  Treasurer  is  also  authorized  to  debit  my  account  only  to  adjust 
any  over  deposit  which  it  has  caused  to  be  made  to  my  account." 


This  authorization  will  remain  in  effect  until  either  canceled  in  writing  or  an  updated  form  changing 
information  is  sent  to:  (Department  Name  and  Address  and  Contact) 


Contractor  Bank  Name:  

Contractor  Bank  Transit  Routing  Number:  

Contractor  Bank  Account  Number:   

Checking  Account  _       Savings  Account   (Please  Check  Account  Type) 

Contractor  Tax  Identification  Number:  

Contractor  Name:  

Contractor  Contact  Name:   

Telephone:  (  )  

Address:   

City:  ;  State:   Zip:  

AUTHORIZED  SIGNATURE:   

Print  Name  and  Title:  

DATE:  


RFRSMPLE.DOC 


Page  8. 


REQUEST  FOR  RESPONSE 


CONSULTANT  CONTRACTOR  MANDATORY  SUBMISSIONS  FORM 

[COMPLETE  THE  FOLLOWING  ONLY  FOR  M.G.L.  C.  29,  §29A 
Consultant  Contracts.  (Object  Codes  "HH",  "NN")] 

Bidder:  

RFR  Name/Title:   

RFR  Number:  #   

Additional  Income  Disclosure  The  following  amounts  represent  any  contracts,  grants  or  other  income  due 
from  the  State,  any  political  subdivision  or  public  authority,  during  the  period  of  a  Contract.  (Complete 
information  below  or  Check" \*  here  if:  none  or  See  ATTACHMENT  ). 


Disclosure  of  Persons  with  Financial  Interest.  Pursuant  to  the  provisions  of  M.G.L  C.  29,  §29 A  and  C.  7 A, 
§6.,  the  following  is  a  list  of  names  of  all  persons  having  a  financial  interest  in  a  Contract,  including  persons  with 
more  than  one  percent  (1%)  interest  in  the  capital  stock  of  the  Contractor:  (Complete  information  below  or 
CHECK  here  "v"  if:  none  or  See  A TTACHMENT  ) 


Key  Personnel  A  Resume  or  Statement  of  Qualifications  is  attached  for  all  Key  Personnel  specifically  named 

as  assigned  to  the  performance  of  a  Contract.    CHECK  here  "V*  if:  none;  or  See  ATTACHMENT 

 ) 
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REQUEST  FOR  RESPONSE 

REFERENCE  REVIEW  FORM 
[Use  as  many  Additional  Pages  as  Necessary] 

RFR  Name/Title:   

RFR  Number:  #   

Bidder:  

Reference:  Phone:  

Date  &  Time:  

Interviewer:  

1 .  Bidders  ability  to  provide  required  Commodities  or  Services? 
Excellent  Good  Fair  Poor 

2.  Bidders  reputation  ,  ethical  approach  ,  and  integrity  in  performance? 
Excellent  Good  Fair  Poor 

3.  Bidders  organizational  approach  (reporting,  internal  controls,  use  of  staff)? 
Excellent  Good  Fair  Poor 

4.  Bidders  interpersonal  skills  overall  (communication,  leadership,  thoroughness,  diligence)? 
Excellent  Good  Fair  Poor 

5.  Are  you  aware  of  any  substantiated  complaints  against  the  Bidder? 
Yes  (Explain  below)  No  Other 


6.        Were  there  any  significant  achievements  by  the  Bidder? 


7.        Would  you  rehire  or  recommend  the  hiring  of  this  bidder? 


Additional  Questions: 


Additional  Comments: 
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COMMONWEALTH  TERMS  AND  CONDITIONS 


This  Commonwealth  Terms  and  Conditions  form  is  jointly 
issued  hy  the  Kxccutivc  Office  for  Administration  and 
Finance  (ANT),  the  Office  of  the  Comptroller  (CTR)  and 
the  Department  of  Procurement  and  Ocncral  Services 
(PGS)  for  use  by  all  Commonwealth  of  Massachusetts 
("State")  Departments  and  Contractors  Any  changes  or  electronic  alterations 
by  either  the  Department  or  the  Contractor  to  the  official  version  of  this 
form,  as  jointly  published  by  ANF,  CTR  and  PGS,  shall  void  this  form  and 
any  underlying  Contract.  Upon  execution  of  these  Commonwealth  Terms  and 
Conditions  by  the  Contractor  and  filing  as  prescribed  by  the  Office  of  the 
Comptroller,  these  Commonwealth  Terms  and  Conditions  will  be  incorporated 
by  reference  into  any  Contract  for  Commodities  and  Services  executed  by  the 
Contractor  and  any  State  Department,  in  the  absence  of  a  superseding  law  or 
regulation  requiring  a  different  Contract  form.  Performance  shall  include 
services  rendered,  obligations  due,  costs  incurred,  commodities  and  deliverables 
provided  and  accepted  by  the  Department,  programs  provided  or  other 
commitments  authorized  under  a  Contract.  A  deliverable  shall  include  any 
tangible  product  to  be  delivered  as  an  element  of  performance  under  a  Contract 
The  Commonwealth  is  entitled  to  ownership  and  possession  of  all  deliverables 
purchased  or  developed  with  State  funds.  Contract  shall  mean  the  Standard 
Contract  Form  issued  jointly  by  ANF,  CTR  and  PGS. 

1.  Contract  Effective  Start  Date.  Notwithstanding  verbal  or  other 
representations  by  the  parties,  or  an  earlier  start  date  indicated  in  a  Contract,  the 
effective  start  date  of  performance  under  a  Contract  shall  be  the  date  a  Contract 
has  been  executed  by  an  authorized  signatory  of  the  Contractor,  the  Department, 
a  later  date  specified  in  the  Contract  or  the  date  of  any  approvals  required  by  law 
or  regulation,  whichever  is  later. 

2.  Payments  And  Compensation.  The  Contractor  shall  only  be  compensated 
for  performance  delivered  and  accepted  by  the  Department  in  accordance  with 
the  specific  terms  and  conditions  of  a  Contract.  All  Contract  payments  are 
subject  to  appropriation  pursuant  to  M.G.L.  C.  29,  §26,  or  the  availability  of 
sufficient  non-appropriated  funds  for  the  purposes  of  a  Contract,  and  shall  be 
subject  to  intercept  pursuant  to  M.G.L.  C.  7 A,  §3  and  815  CMR  9.00. 
Overpayments  shall  be  reimbursed  by  the  Contractor  or  may  be  offset  by  the 
Department  from  future  payments  in  accordance  with  state  finance  law. 
Acceptance  by  the  Contractor  of  any  payment  or  partial  payment,  without  any 
written  objection  by  the  Contractor,  shall  in  each  instance  operate  as  a  release 
and  discharge  of  the  State  from  all  claims,  liabilities  or  other  obligations  relating 
to  the  performance  of  a  Contract. 

3.  Contractor  Payment  Mechanism.  All  Contractors  will  be  paid  using  the 
Payment  Voucher  System  unless  a  different  payment  mechanism  is  required. 
The  Contractor  shall  timely  submit  invoices  (Payment  Vouchers  -  Form  PV)  and 
supporting  documentation  as  prescribed  in  a  Contract.  The  Department  shall 
review  and  return  rejected  invoices  within  fifteen  (15)  days  of  receipt  with  a 
written  explanation  for  rejection.  Payments  shall  be  made  in  accordance  with  the 
bill  paying  policy  issued  by  the  Office  of  the  Comptroller  and  815  CMR  4.00, 
provided  that  payment  periods  listed  in  a  Contract  of  less  than  forty-five  (45) 
days  from  the  date  of  receipt  of  an  invoice  shall  be  effective  only  to  enable  a 
Department  to  take  advantage  of  early  payment  incentives  and  shall  not  subject 
any  payment  made  within  the  forty-five  (45)  day  period  to  a  penalty.  The 
Contractor  Payroll  System,  shall  be  used  only  for  "Individual  Contractors"  who 
have  been  determined  to  be  "Contract  Employees"  as  a  result  of  the  Department's 
completion  of  an  Internal  Revenue  Service  SS-8  form  in  accordance  with  the 
Omnibus  Budget  Reconciliation  Act  (OBRA)  1990,  and  shall  automatically 
process  all  state  and  federal  mandated  payroll,  tax  and  retirement  deductions. 

4.  Contract  Termination  Or  Suspension.  A  Contract  shall  terminate  on  the 
date  specified  in  a  Contract,  unless  this  date  is  properly  amended  in  accordance 
with  all  applicable  laws  and  regulations  prior  to  this  date,  or  unless  terminated  or 
suspended  under  this  Section  upon  prior  written  notice  to  the  Contractor.  The 
Department  may  terminate  a  Contract  without  cause  and  without  penalty,  or  may 
terminate  or  suspend  a  Contract  if  the  Contractor  breaches  any  material  term  or 
condition  or  fails  to  perform  or  fulfill  any  material  obligation  required  by  a 
Contract,  or  in  the  event  of  an  elimination  of  an  appropriation  or  availability  of 
sufficient  funds  for  the  purposes  of  a  Contract,  or  in  the  event  of  an  unforeseen 
public  emergency  mandating  immediate  Department  action.  Upon  immediate 
notification  to  the  other  party,  neither  the  Department  nor  the  Contractor  shall  be 
deemed  to  be  in  breach  for  failure  or  delay  in  performance  due  to  Acts  of  God  or 
other  causes  factually  beyond  their  control  and  without  their  fault  or  negligence. 
Subcontractor  failure  to  perform  or  price  increases  due  to  market  fluctuations  or 
product  availability  will  not  be  deemed  factually  beyond  the  Contractor's  control. 

5.  Written  Sotice.  Any  notice  shall  be  deemed  delivered  and  received  when 
submitted  in  writing  in  person  or  when  delivered  by  any  other  appropriate 
method  evidencing  actual  receipt  by  the  Department  or  the  Contractor.  Any 
written  notice  of  termination  or  suspension  delivered  to  the  Contractor  shall  state 


the  effective  date  and  period  of  the  notice,  the  reasons  for  the  termination  or 
suspension,  if  applicable,  any  alleged  breach  or  failure  to  perform,  a  reasonable 
period  to  cure  any  alleged  breach  or  failure  to  perform,  if  applicable,  and  any 
instructions  or  restrictions  concerning  allowable  activities,  costs  or  expenditures 
by  the  Contractor  during  the  notice  period 

6.  Confidentiality  The  Contractor  shall  comply  with  M.G.L  C  66A  if  the 
Contractor  becomes  a  "holder"  of  "personal  data"  The  Contractor  shall  also 
protect  the  physical  security  and  restrict  any  access  to  personal  or  other 
Department  data  in  the  Contractor's  possession,  or  used  by  the  Contractor  in  the 
performance  of  a  Contract,  which  shall  include,  but  is  not  limited  to  the 
Department's  public  records,  documents,  files,  software,  equipment  or  systems 

7.  Record-keeping  And  Retention,  Inspection  Of  Records.  The  Contractor 
shall  maintain  records,  books,  files  and  other  data  as  specified  in  a  Contract  and 
in  such  detail  as  shall  properly  substantiate  claims  for  payment  under  a  Contract, 
for  a  minimum  retention  period  of  seven  (7)  years  beginning  on  the  first  day  after 
the  final  payment  under  a  Contract,  or  such  longer  period  as  is  necessary  for  the 
resolution  of  any  litigation,  claim,  negotiation,  audit  or  other  inquiry  involving  a 
Contract.  The  Department  shall  have  access,  as  well  as  any  parties  identified 
under  Executive  Order  195,  during  the  Contractor's  regular  business  hours  and 
upon  reasonable  prior  notice,  to  such  records,  including  on-site  reviews  and 
reproduction  of  such  records  at  a  reasonable  expense. 

8.  Assignment  The  Contractor  may  not  assign  or  delegate,  in  whole  or  in  part, 
or  otherwise  transfer  any  liability,  responsibility,  obligation,  duty  or  interest 
under  a  Contract,  with  the  exception  that  the  Contractor  shall  be  authorized  to 
assign  present  and  prospective  claims  for  money  due  to  the  Contractor  pursuant 
to  a  Contract  in  accordance  with  M.G.L.  C.  106,  §9-318.  The  Contractor  must 
provide  sufficient  notice  of  assignment  and  supporting  documentation  to  enable 
the  Department  to  verify  and  implement  the  assignment.  Payments  to  third  party 
assignees  will  be  processed  as  if  such  payments  were  being  made  directly  to  the 
Contractor  and  these  payments  will  be  subject  to  intercept,  offset,  counteT  claims 
or  any  other  Department  rights  which  are  available  to  the  Department  or  the 
State  against  the  Contractor. 

9.  Subcontracting  By  Contractor.  Any  subcontract  entered  into  by  the 
Contractor  for  the  purposes  of  fulfilling  the  obligations  under  a  Contract  must  be 
in  writing,  authorized  in  advance  by  the  Department  and  shall  be  consistent  with 
and  subject  to  the  provisions  of  these  Commonwealth  Terms  and  Conditions  and 
a  Contract.  Subcontracts  will  not  relieve  or  discharge  the  Contractor  from  any 
duty,  obligation,  responsibility  or  liability  arising  under  a  Contract.  The 
Department  is  entitled  to  copies  of  all  subcontracts  and  shall  not  be  bound  by  any 
provisions  contained  in  a  subcontract  to  which  it  is  not  a  party. 

10.  Affirmative  Action,  Non-Discrimination  In  Hiring  And  Employment. 
The  Contractor  shall  comply  with  all  federal  and  state  laws,  rules  and  regulations 
promoting  fair  employment  practices  or  prohibiting  employment  discrimination 
and  unfair  labor  practices  and  shall  not  discriminate  in  the  hiring  of  any 
applicant  for  employment  nor  shall  any  qualified  employee  be  demoted, 
discharged  or  otherwise  subject  to  discrimination  in  the  tenure,  position, 
promotional  opportunities,  wages,  benefits  or  terms  and  conditions  of  their 
employment  because  of  race,  color,  national  origin,  ancestry,  age,  sex,  religion, 
disability,  handicap,  sexual  orientation  or  for  exercising  any  rights  afforded  by 
law.  The  Contractor  commits  to  purchasing  supplies  and  services  from  certified 
minority  or  women-owned  businesses,  small  businesses  or  businesses  owned  by 
socially  or  economically  disadvantaged  persons  or  persons  with  disabilities. 

11.  Indemnification.  Unless  otherwise  exempted  by  law,  the  Contractor  shall 
indemnify  and  hold  harmless  the  State,  including  the  Department  its  agents, 
officers  and  employees  against  any  and  all  claims,  liabilities  and  costs  for  any 
personal  injury  or  property  damages,  patent  or  copyright  infringement  or  other 
damages  that  the  State  may  sustain  which  arise  out  of  or  in  connection  with  the 
Contractor's  performance  of  a  Contract,  including  but  not  limited  to  the 
negligence,  reckless  or  intentional  conduct  of  the  Contractor,  its  agents,  officers, 
employees  or  subcontractors.  The  Contractor  shall  at  no  time  be  considered  an 
agent  or  representative  of  the  Department  or  the  State.  After  prompt  notification 
of  a  claim  by  the  State,  the  Contractor  shall  have  an  opportunity  to  participate  in 
the  defense  of  such  claim  and  any  negotiated  settlement  agreement  or  judgment. 
The  State  shall  not  be  liable  for  any  costs  incurred  by  the  Contractor  arising 
under  this  paragraph.  Any  indemnification  of  the  Contractor  shall  be  subject  to 
appropriation  and  applicable  law. 

12.  Waivers.  Forbearance  or  indulgence  in  any  form  or  manner  by  a  party  shall 
not  be  construed  as  a  waiver,  nor  in  any  way  limit  the  legal  or  equitable  remedies 
available  to  that  party.  No  waiver  by  either  party  of  any  default  or  breach  shall 
constitute  a  waiver  of  any  subsequent  default  or  breach. 

13.  Risk  Of  Loss.  The  Contractor  shall  bear  the  risk  of  loss  for  any  Contractor 
materials  used  for  a  Contract  and  for  all  deliverables,  Department  personal  or 
other  data  which  is  in  the  possession  of  the  Contractor  or  used  by  the  Contractor 
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COMMONWEALTH  TERMS  AND  CONDITIONS 

remaining  provisions  of  the  Contract,  or  portions  thereof,  shall  be  enforced  to  the 
fullest  extent  permitted  by  law.  All  amendments  must  be  executed  by  the  parties 
in  accordance  with  Section  1 .  of  these  Commonwealth  Terms  and  Conditions 
and  filed  with  the  original  record  copy  of  a  Contract  as  prescribed  by  CTR  The 
printed  language  of  the  Standard  Contract  Form,  as  officially  published  by  ANF, 
CTR  and  PGS,  which  incorporates  by  reference  these  Commonwealth  Terms  and 
Conditions,  shall  supersede  any  conflicting  verbal  or  written  agreements  relating 
to  the  performance  of  a  Contract,  or  attached  thereto,  including  contract  forms, 
purchase  orders  or  invoices  of  the  Contractor.  The  order  of  priority  of 
documents  to  interpret  a  Contract  shall  be  as  follows:  the  printed  language  of  the 
Commonwealth  Terms  and  Conditions,  the  Standard  Contract  Form,  the 
Department's  Request  for  Response  (RFR)  solicitation  document  and  the 
Contractor's  Response  to  the  RFR  solicitation,  excluding  any  language  stricken 
by  a  Department  as  unacceptable  and  including  any  negotiated  terms  and 
conditions  allowable  pursuant  to  law  or  regulation. 

IN  WITNESS  WHEREOF,  The  Contractor  certify  under  the  pains  and 
penalties  of  perjury  that  it  shall  comply  with  these  Commonwealth  Terms 
and  Conditions  for  any  applicable  Contract  executed  with  the 
Commonwealth  as  certified  by  their  authorized  signatory  below: 


CONTRACTOR  AUTHORIZED  SIGNATORY:  

(signature) 

Print  Name:  


Title:  

Date:  

(Check  One:);  Organization   Individual 

Full  Legal  Organization  or  Individual  Name:  

Doing  Busmess  As:  Name  (If  Different):  

Tax  Identification  Number:  


Address:   

Telephone:   FAX: 


INSTRUCTIONS  FOR  FILING  THE  COMMONWEALTH  TERMS  AND  CONDITIONS 

A  "Request  for  Verification  of  Taxation  Reporting  Information"  form  (Massachusetts  Substitute  W-9  Format),  that  contains  the 
Contractor's  correct  TIN,  name  and  legal  address  information,  must  be  on  file  with  the  Office  of  the  Comptroller.  If  the  Contractor  has  not 
previously  filed  this  form  with  the  Comptroller,  or  if  the  information  contained  on  a  previously  filed  form  has  changed,  please  fill  out  a  W- 
9  form  and  return  it  attached  to  the  executed  COMMONWEALTH  TERMS  AND  CONDITIONS. 

If  the  Contractor  is  responding  to  a  Request  for  Response  (RFR),  the  COMMONWEALTH  TERMS  AND  CONDITIONS  must  be 
submitted  with  the  Response  to  RFR  or  as  specified  in  the  RFR.  Otherwise,  Departments  or  Contractors  must  timely  submit  the  completed 
and  properly  executed  COMMONWEALTH  TERMS  AND  CONDITIONS  (and  the  W-9  form  if  applicable)  to  the:  Payee  and  Payments 
Unit,  Office  of  the  Comptroller,  9th  Floor,  One  Ashburton  Place,  Boston,  MA  02108  in  order  to  record  the  filing  of  this  form  on  the 
MMARS  Vendor  File.  Contractors  are  required  to  execute  and  file  this  form  only  once.  


in  the  performance  of  a  Contract  until  possession, 
ownership  and  full  legal  title  to  the  deliverables  are 
transferred  to  and  accepted  by  the  Department. 
14.  Forum,  Choice  of  Law  And  Mediation.  Any  actions 
arising  out  of  a  Contract  shall  be  governed  by  the  laws  of 


Massachusetts,  and  shall  be  brought  and  maintained  in  a  State  or  federal  court  in 
Massachusetts  which  shall  have  exclusive  jurisdiction  thereof.  The  Department, 
with  the  approval  of  the  Attorney  General's  Office,  and  the  Contractor  may  agree 
to  voluntary  mediation  through  the  Massachusetts  Office  of  Dispute  Resolution 
(MODR)  of  any  Contract  dispute  and  will  share  the  costs  of  such  mediation.  No 
legal  or  equitable  rights  of  the  parties  shall  be  limited  by  this  Section. 
15.  Contract  Boilerplate  Interpretation,  Severability,  Conflicts  With  Law, 
Integration.  Any  amendment  or  attachment  to  any  Contract  which  contains 
conflicting  language  or  has  the  affect  of  a  deleting,  replacing  or  modifying  any 
printed  language  of  these  Commonwealth  Terms  and  Conditions,  as  officially 
published  by  ANF,  CTR  and  PGS,  shall  be  interpreted  as  superseded  by  the 
official  printed  language.  If  any  provision  of  a  Contract  is  found  to  be 
superseded  by  state  or  federal  law  or  regulation,  in  whole  or  in  part,  then  both 
parties  shall  be  relieved  of  all  obligations  under  that  provision  only  to  the  extent 
necessary  to  comply  with  the  superseding  law,  provided  however,  that  the 
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Request  for  Verification  of  Taxation  Reporting  Information 

(Massachusetts  Substitute  W-9  I  or  mat) 
^lrsuant  to  IRS  regulations,  vendors  &.  customers  must  furnish  their  Taxpayer  Identification  Number  (TIN)  to  the  Commonwealth 
Vendors  must  complete,  sign,  and  return  this  form  before  payments  ma\  he  made. 


"Jame  (list  legal  name,  if  joint  names,  list  first  &  circle  the  name  of  the  person  or  entity  whose  I  IN  you  enter  in  Part  I  below 
>ee  instruction  *1  if  your  name  has  been  changed) 


Legal  Address  -  Number  &  Street,  (include  suite  or  apartment  number  when  possible)  City.  State  and  ZIP  (include  9  digit  Zip  when  available) 


F  REMITTANCE  (PAYMENT)  ADDRESS  IS  DIFFERENT  FROM  VOI  R  LEGAL  ADDRESS,  PLEASE  KILL  IN  BOXES  PROVIDED  BELOW. 


Remittance  Address  (number  &  street,  include  suite  or  apt  «  when  possible). 


Remittance  City.  State.  ZIP( include  9  digit  ZIP  when  available). 


Phone  U 


PART  HI  -  TAX  EXEMPT 


□ 


Check  if  you  organization  recognized  by  the  IRS  as 

Tax  Exempt  (i.e..  501(e))? 

If  claiming  Tax  Exempt  Status,  attach  the  IRS 

ruling  or  Determination  Letter  or  this  status  will 

not  be  recognized  by  the  Commonwealth  of 

Massachusetts. 


PARI  I  -  TIN  VERIFICATION 


Social  Security  # 


Enter  your  taxpayer  identification  number  (TIN) 
in  the  appropriate  box.  For  individuals  or  sole 
proprietors,  this  is  your  social  security  number. 
For  other  entities,  it  is  your  federal  employer 
identification  number  (FEI). 

If  vendor  has  more  than  1  name,  use  Chart  A 
for  guidelines  on  whose  TIN  to  enter. 


OR 

Employer  Identification  # 


PART  B  -  ORGANIZATION  TYPE 


Organization  Type 


Enter  y  our  organization  type.  Obtain 
Organization  Type  Letter  from  Chart  B. 


PART  TV  -  UPDATE  TO  EXISTING  W-9 


□ 


A  Request  for  Verification  of  Vendor 
Taxation  Reporting  Information  has  been 
previously  filed  with  the  Commonwealth 
under  this  TIN.  This  report  replaces  that 
form. 

Please  attach  supporting  documentation 
specified  in  instructions  on  back  of  this 
form  under  Updates. 


CHART  A  -What  Name  &  Number  to  Give  the  Requester 


CHART  B  -ORGANIZATION  TYPE 


For  this  type  of  Account: 


1.  Individual 


2.  Sole  Proprietorship 


For  this  type  of  Account: 


3.  A  valid  trust,  estate,  or  pension 
trust 


4.  Corporation 


5.  .Association,  club,  religious, 
charitable,  or  other  tax-exempt 
organization. 


6.  Partnership 


7.  Broker  or  registered  nominee 


Give  the  name  and  SOCL\L  SECURITY  number  of: 


The  individual 


The  owner  (Show  individual's  name) 


Give  the  name  and  EMPLOYER  IDENTIFICATION  number  of: 


Legal  entity  (do  not  furnish  the  identification  number  of  the  personal  representative 
or  trustee  unless  the  legal  entity  itself  is  not  designated  in  the  account  title) 


The  corporation 


The  organization 


The  partnership 


The  broker  or  nominee 


For  this  type  of  vendor: 


Individual 


Sole  Proprietorship 


Partnership 


Trust 


Corporation(including  Mexico  &  Canada) 


Other 

Please  explain  on  line  provided  below 


Type 


Please  Type  or  Print 


Additional  Instructions  are  provided  on 
the  back  of  the  form 


If  you  selected  an  organizational  type  of  "O"  (Other),  please  explain  why? 


For  Commonwealth  vendors  only  :  I  have  read  and  understand  the  Commonwealth's  Tax  Reporting  Information  (Please  Check  box). 


Under  penalties  of  perjury  ,  I  declare  that  I  have  examined  this  request  and  to  the  best  of  my  knowledge  and  belief,  all  information  I  have 
supplied  is  true,  correct,  and  complete. 


Signature  Date 


PLEASE  PRINT  OR  TYPE  YOUR  NAME  &  TITLE 


DATE 


Commonwealth  of  Massachusetts 
Request  for  Verification  of  Taxation  Reporting  Information 


GENERAL  INSTRUCTIONS 

(Section  references  are  to  the  Internal 
Revenue  Code.) 

Purpose  of  Form  -  A  person  who  is 
required  to  file  an  information  return  with 
the  IRS  must  obtain  your  correct  taxpayer 
identification  number  (TIN)  to  report 
payments  made  to  you  for  the  sales  of  goods 
&  services  &  real  estate  transactions  Use  the 
Request  for  Verification  of  Taxation 
Reporting  Information  (Massachusetts ' 
Substitute  W-9  Format)  to  furnish  your 
correct  TIN  to  the  Commonwealth  and,  when 
applicable,  ( 1 )  to  certify  that  the  TTN  you  are 
furnishing  is  correct  (or  that  you  are  waiting 
for  a  number  to  be  issued). 

How  To  Obtain  a  TIN.  -  If  you  do  not  have 
a  TTN,  apply  for  one  immediately.  To. apply, 
get  Form  SS-5,  Application  for  a  Social 
Security  Number  Card  (for  individuals), 
from  your  local  office  of  the  Social  Security 
Administration,  or  Form  SS-4,  Application 
for  Employer  Identification  Number  (for 
busmesses  and  all  other  entities),  from  your 
local  Internal  Revenue  Service  office. 

To  complete  the  Request  for  Verification  of 
Taxation  Reporting  Information  if  you  do  not 
have  a  TTN,  write  "Applied  For"  in  the  space 
for  the  TTN  in  Part  1 ,  sign  and  date  the  form, 
and  give  it  to  the  requester.  Generally,  you 
will  then  have  60  days  to  obtain  a  TTN  and 
furnish  it  to  the  requester.  Note:  Writing 
"Applied  For"  on  the  form  means  that  you 
have  already  applied  for  a  TTN  OR  that  you 
mtend  to  apply  for  one  in  the  near  future. 

As  soon  as  you  receive  your  TTN,  complete 
another  Request  for  Verification  of  Taxation 
Reporting  Information,  mclude  your  TTN, 
sign  and  date  the  form,  and  give  it  to  the 
requester. 

Penalties 

Failure  to  Furnish  TIN.  -  If  you  fail  to 
furnish  your  correct  TTN  to  a  requester,  you 
are  subject  to  a  penalty  of  $50  for  each  such 
failure  unless  your  failure  is  due  to 
reasonable  cause  and  not  to  willful  neglect. 

Civil  Penalty  for  False  Information  With 
Respect  to  Withholding.  -  If  you  make  a 
false  statement  with  no  reasonable  basis  that 
results  in  no  imposition  of  backup 
withholding,  you  are  subject  to  a  penalty  of 
$500. 

Criminal  Penalty  for  Falsifying 
Information      -     Willfully  falsifying 


certifications  or  affirmations  may  subject  you 
to  criminal  penalties  including  fines  and/or 
imprisonment. 

Specific  Instructions 

Name.  -  If  you  are  an  individual,  you  must 
generally  provide  the  name  shown  on  your 
social  security  card.  However,  if  you  have 
changed  your  last  name,  for  instance,  due  to 
marriage,  without  iriforming  the  Social 
Security  Adrnuustration  of  the  name  change, 
please  enter  your  first  name  and  both  the  last 
name  shown  on  your  social  security  card  and 
your  new  last  name. 

Foreign  Vendors.  -  If  you  are  a  nonresident 
alien  or  foreign  entity  not  subject  to  backup 
withholding,  give  the  requester  a  completed 
Request  for  Certificate  of  Foreign  Status 
(Massachusetts '  Substitute  W-8). 

TIN  "Applied  For".  -  Follow  the 
instructions  under  How  to  Obtain  a  TIN, 
sign  and  date  this  form. 

Signature.  -  The  form  must  be  signed  to  be 
considered  valid. 

Privacy  Act  Notice.  -  Section  6109  requires 
you  to  furnish  your  correct  taxpayer 
identification  number  (TTN)  to  persons  who 
must  file  information  returns  with  IRS  to 
report  interest,  dividends,  and  certain  other 
income  paid,  the  acquisition  of  property. 
The  IRS  uses  the  numbers  for  identification 
purposes  and  to  help  verify  the  accuracy  of 
your  tax  return. 

Organizations  Recognized  by  the 
Commonwealth     as     Tax  Exempt. 

Organizations  seeking  recognition  of  tax 
exempt  status  with  the  Commonwealth  must 
provide  documentation  of  the  organization 
federal  tax  exempt  status  m  the  form  of  a 
ruling  or  determination  letter  issued  by  the 
Internal   Revenue   Service   (IRS).  The 
Commonwealth  recognizes  the  following  IRS 
tax  exempt  status  organization  rulings: 
.  Section  501(c)  (1  through  23) 
.  Section  501  (d) 
.  Section  501(e) 
.  Section  501  (f) 
.  Section  501(k) 
.  Section  52 1  (a) 

For  more  information  on  Tax-Exempt  status, 
please  see  IRS  Publication  557  (rev.  Jan. 
95). 

Updates  to  the  Request  for  Verification  of 
Vendor/Customer  Taxation  Reporting 
Information.  -  If  any  of  the  information 
requested  on  this  form  changes  (i.e.,  name  or 


address  changes),  the  payee  must  submit  a 
new  Request  for  Verification  of  Taxation 
Reporting  Information  with  the  updated 
information.  Changes  to  name  or  TTN  must 
be  accompanied  by  IRS  certification  of  Name 
&  TIN. 

If  the  payee  receives  notification  from  the 
IRS  that  an  information  return  (i.e.,  1099- 
MISC)  was  filed  on  their  behalf  by  the 
Commonwealth  with  incorrect  spelling  of 
their  name  and/or  incorrect  or  missing  TIN 
(commonly  referred  to  as  a  "B-Notice"  or 
IRS  Form  8355),  the  payee  must 
immediately  complete  a  new  Request  for 
Verification  of  Taxation  Reporting 
Information  with  the  corrected  information 
and  attach  a  copy  of  the  IRS  Form  8355  to 
the  form. 

If  the  Office  of  the  State  Comptroller  or  a 
department  of  the  Commonwealth  contacts 
you  because  the  IRS  has  informed  the 
Commonwealth  that  a  return  filed  m  your 
behalf  has  an  incorrect  spelling  of  your 
vendor  name  and/or  incorrect  or  missing 
TTN.  You  must  submit  a  new  Request  for 
Verification  of  Taxation  Reporting 
Information  with  the  corrected  information 
and  attach  an  IRS  verification  of  your  TTN 
and  correct  (legal)  name. 

If  you  have  Questions  on  Completing  this 

Form.  -  Please  contact  the  Office  of  the 

State  Comptroller 

By  Phone:  (617)  727-5000  (x229) 

By  Mail: 

Office  of  the  State  Comptroller 
Attention:  Payee  &  Payments  Unit  Manager 
One  Ashburton  Place  -  9th  Floor 
Boston,  MA  02108 


COMMONWEALTH  OF  MASSACHUSETTS 
STANDARD  CONTRACT  FORM 

This  form  is  jointly  issued  hy  the  Kxccutivc  Office  for  Administration  and  Finance  (ANT),  the  Office  of  the  Comptroller  (CTR)  and 
the  Department  of  Procurement  and  General  Services  (PCiS)  for  use  by  all  Commonwealth  Departments  Any  change*  or 
electronic  alterations,  by  either  the  Department  or  Contractor,  to  the  official  printed  language  of  this  form  ax  published 

by  ANF,  CTR  and  PCS  shall  void  this  Contract.  The  quality  of  all  performance  by  the  Contractor  under  this  Contract  must  be 
timely  and  meet  or  exceed  industry  standards  The  Contractor  shall  comply  with  all  applicable  Massachusetts  ("State")  and  federal 
laws  and  regulations  and  perform  this  Contract  in  accordance  with  the  Commonwealth  Terms  and  Conditions  and  as  follows 
(The  Pnnlrartor  Mnrt  Comnlete  Onlv  Those  Sections  preceded  bv  an  ">>") 


DEPARTMENT  NAME: 

»CONTRACTOR: 

Contract  Manager: 

»Contract  Manager: 

Phone: 
Fax: 

»Phone: 
»Fax: 

Business  and  Mailing  Address: 

»Business  and  Mailing  Address: 

Check  one  of  the  following  options:  (Completed  by  Department) 

A  Commonwealth  Terms  and  Conditions  has  been  executed  by  the 
Contractor  and  filed  as  prescribed  by  the  Office  of  the  Comptroller. 

A  Commonwealth  Terms  and  Conditions  is  executed  and  attached  to  this 
Contract. 

Check  one  of  the  following  options:  (Completed  by  Department) 

Maximum  Obligation  of  This  Contract:  S 

_  This  Contract  is  a  Rate  Contract  (Which  Does  Not  Identify  A  Maximum 
Obligation)  and  has  a  Rate  of:  S 
Per: 

Multiple  Rates  Must  Be  Attached  as  part  of  This  Contract 

_  This  Contract  is  a  Statewide  or  Pre-Qualification  Contract. 

(Completed  by  Department) 

Start  Date  of  This  Contract  19 

(Completed  by  Department) 

Termination  Date  of  This  Contract :                                     ,  19 

(Subject  To  Section  I.  of  the  Commonwealth  Terms  and  Conditions.) 

(Subject  To  Section  4.  of  the  Commonwealth  Terms  and  Conditions.) 

Brief  Description  of  Performance:  (Completed  by  Department)  (Attach  the  details  and  scope  of  performance  and  compensation  or  copies 
of  Request  for  Response  (RFR)  and  the  Contractor's  Response  and  any  additional  negotiated  terms.) 

IN  WITNESS  WHEREOF,  the  Contractor  certifies,  under  the  pains  and  penalties  of  perjury  that  it  is  in  compliance  with  all  of  the  following 
provisions  and  shall  remain  in  compliance  with  these  provisions  for  the  life  of  this  Contract:  That  the  Contractor  is  qualified  to  perform  this 
Contract  and  possesses,  or  shall  obtain,  all  requisite  licenses  and  permits  to  complete  performance  under  this  Contract;  that  it  is  in  compliance  with  all 
federal  and  state  tax  laws,  including  M.G.L.  C.  62C,  §49 A;  that  pursuant  to  M.G.L.  C.  151  A,  §19A  and  M.G.L.  C.  152,  it  will  comply  with  all  laws  and 
regulations  relating  to  payments  to  the  Employment  Security  System  and  required  workers'  compensation  insurance  policies;  that  it  shall  carry  professional 
and  personal  injury  liability  insurance  sufficient  to  cover  its  performance  under  this  Contract:  that  it  will  comply  with  all  relevant  prevailing  wage  rate  and 
employment  laws;  that  it  is  in  compliance  with  the  provisions  of  the  Acts  of  1990,  C.  521,  §7  as  amended  by  the  Acts  of  1991,  C.  329  and  102  CMR 
12.00  and  that  the  Contractor  is  either  a  "qualified  employer"  (it  has  fifty  (50)  or  more  full  time  employees  and  has  established  a  dependent  care  assistance 
program,  child  care  tuition  assistance,  or  on-site  or  near-site  child  care  placements)  or  the  Contractor  is  an  "exempt  employer";  that  pursuant  to  M.G.L.  C. 
156B,  §109  (business  corporations),  C.  180,  §26A  (non-profit  corporations),  C.  181,  §4  (foreign  corporations)  and  C.  12,  §8F  (public  charities)  it  has  filed 
all  required  certificates  and  reports  with  the  Secretary  of  State  and  the  Attorney  General's  Office;  that  it  is  not  currently  debarred  or  suspended  by  the 
federal  government  or  the  State  under  any  law  or  regulation,  including  Executive  Order  147,  M.G.L.  C.  29,  §29F  and  M.G.L.  C.  152,  §25C  and  that  it 
shall  comply  with  Executive  Orders  130,  346  and  359,  M.G.L.  C.  268A,  C.  7,  §22C  and  any  additional  provisions  specified  in  this  Contract,  and 
IN  WITNESS  WHEREOF,  the  Contractor  certifies  under  the  pains  and  penalties  of  perjury  that  it  has  submitted  a  Response  to  a  Request  for 
Response  (RFR)  issued  by  the  Department  and  that  this  Response  is  the  Contractor's  offer  as  evidenced  by  the  execution  below  of  the 
Contractor's  authorized  signatory,  and  that  this  Response  may  be  subject  to  negotiation  by  the  Department,  and  that  the  terms  of  the  RFR,  the 
Contractor's  Response  and  any  negotiated  terms  of  the  Response  shall  be  deemed  accepted  by  the  Department  and  included  as  part  of  this 
Contract,  which  incorporates  by  reference  the  Commonwealth  Terms  and  Conditions,  upon  execution  of  this  Contract  by  the  Department's 
authorized  signatory  as  of  the  date  indicated  below,  OR  if  this  Contract  is  not  the  result  of  a  Request  for  Response  solicitation  that  this 
Contract  complies  with  all  applicable  law  and  regulation  as  indicated  by  the  execution  of  the  authorized  signatories  of  the  Department  and  the 
Contractor  as  of  the  last  date  indicated  below: 


FOR  THE  CONTRACTOR: 

»X:   


FOR  THE  DEPARTMENT: 

X:  


(Signature) 


(Signature) 


»NAME: 


»TITLE: 


NAME:_ 
TITLE: 


»DATE: 


DATE: 


COMMONWEALTH  OF  MASSACHUSETTS 
STANDARD  CONTRACT  AMENDMENT  FORM 

This  form  is  jointly  issued  by  the  Executive  Office  for  Administration  and  Finance  (ANF),  the  Office  of  the  Comptroller  (CTR)  and  the 
Department  of  Procurement  and  General  Services  (PGS)  for  use  by  all  Commonwealth  Departments.  Any  changes  or  electronic 
alterations,  by  either  the  Department  or  the  Contractor,  to  the  official  printed  language  of  this  form  as  published  by  ANF,  CTR 
and  PGS  shall  void  this  Amendment  Form. 


DEPARTMENT  NAME: 


CONTRACTOR 
Vendor  Code: 


ADDRESS: 


ADDRESS: 


AMENDMENT  TYPE: 

 OPTION  TO  RENEW  (ONLY  AVAILABLE  IF  INCLUDED  AS  PART  OF  ORIGINAL  PROCUREMENT) 

 INCREASE  IN  MAXIMUM  OBLIGATION  BUDGET/RATES  (ONLY  IF  AUTHORIZED  UNDER  ORIGINAL  PROCUREMENT 

 AMENDMENT  TO  PERFORMANCE   CHANGE  IN  DATES  OF  PERFORMANCE 

_  DECREASE  IN  MAXIMUM  OBLIGATION/COSTS   OTHER:  (EXPLAIN) 


DESCRIPTION  OF  REASON  FOR  AMENDMENT:  (Attach  all  relevant  documentation) 


ORIGINAL  INFORMATION:  DOC  ID  NUMBER:  

FISCAL  YEAR:  

APPROP:   SUB:  OBJ:  PROG: 

ORIGINAL  DATES  OF  SERVICE:   FROM:  TO:  

ORIGINAL  DOCUMENT  TOTAL:  $  


NEW  INFORMATION:  DOC  ID  NUMBER:  

FISCAL  YEAR:  

APPROP:  SUB:  OBJ:  PROG: 

NEW  DATES  OF  SERVICE:  FROM:  TO:  ) 

AMOUNT  OF  AMENDMENT  CHANGE  (if  applicable)  $  

NEW  DOCUMENT  TOTAL:  $   


IN  WITNESS  WHEREOF:  the  Department  and  the  Contractor  certify  under  the  pains  and  penalties  of  perjury  that  this 
Amendment  Form  and  any  information  contained  herein,  or  attached  hereto,  is  complete  and  accurate  and  complies  with  all 
applicable  laws  and  regulations,  and  subject  to  its  associated  Contract,  as  evidenced  by  the  execution  by  their  authorized 
signatories  as  of  the  last  date  below: 


FOR  THE  CONTRACTOR:  FOR  THE  DEPARTMENT: 

X:  '        •  r;.   X:   


(Signature)  (Signature) 
NAME:   NAME:  

TITLE:    TITLE:  


DATE: 


DATE: 


Procurement  and 
Distribution  Thresholds 


QUERY 

♦  Department  has  Small  Procurement  for  specialty 
item  or  service  with  total  anticipated  expenditures 
for  4  years  of  $35,000  (will  not  exceed  $50,000). 
Department  only  knows  of  one  qualified  Bidder  to 
send  an  RFR? 

♦  What  can  the  Department  do? 

(Hint:  Use  "D  -  LAWS") 

Notes: 


Receipt  of  Responses 

See  Handbook  Part  2  - 1 
(Apply  "D  -  LAWS") 

•  Accurately  record  Time/Date  of  Receipt 

•  Keep  Responses  in  a  Secure  Place 

•  Keep  Large  Procurement  Responses 
Sealed  Until  Deadline  Date  for  Submission 


Evaluation  and  Selection 

See  Handbook  Part  2  -  II 


(Apply  "D  -  LAWS") 

•  Evaluate  Responses  according  to  Evaluation 
Criteria 

•  Disqualify  Late  or  Unresponsive  Responses 

•  Consider  Only  Items  identified  in  RFR  (see  RFR 
Drafting  Tip  #1)  and  NOT  any  outside 
undocumented  considerations 

•  Double  Check  Accuracy  of  Score  calculations 

•  Select  "Best  Value"  or  "Best  Deal"  based  on 
scores  and  ranking. 


New  Contract  Process 

See  Handbook  Part  2  -  II,  III,  IV 


RFR 

and 

Bidder's  Response 
are 
Primary 
Attachments 


Bidders 
Response 


1 


Request 
For 
Responses 
RFR 


COWMO/WtALTH  OF 
MASSACHUSETTS 

STAfOARO 
CONTRACT  FORM 
S  r&Ty 
issued  oy  the  Executive 
Office  '<y  Adrrtmstretion 
end  Finance  (Af<f  1  He 

Ones  of  V* 
Corrcffotar  (CTR)  end 
»w  Department  of 
Procurement  and 
General  Services 
(PGS)  tor  use  by  at 


Standard  Contract 


Form 


Incorporates  Commonwealth  Terms  and  Conditions 


Contract  Negotiation  and 
Execution 

See  Handbook  Part  2  -  II 


Contract  Negotiation  and 
Amendments  are  LIMITED 
by  SCOPE  of  RFR  and 
Bidder's  Response. 


Effective  Date  of  Contracts 

See  Handbook  Part  2  -  III 

LATEST  of  the  Following  Dates: 

•  Date  Contract  Executed  by  Contractor 

•  Date  Contract  Executed  by  Department 

•  Date  Contract  Receives  Secretariat  or 
other  Required  Approvals 

•  A  later  date  Contained  in  the  Contract 

(Note:  If  Standard  Contract  Form  is  Returned 
Executed  As  Cover  Sheet  of  Response  Getting  a 
Timely  Effective  Date  is  Much  Easier.) 


Quality  Assurance 

See  Handbook  Part  1  -  II,  Part  2  -  V 


Joint  PGS  and  CTR  Review  Team 

Department  Visits 

Review  Procurement  Files 

Assist  in  Resolving  Inconsistencies  or 
Recommendations  for  Improvements 

Check  and  Balance  to  Support  Delegated 
Authority 

Team  will  make  Recommendations  on  Future 
Delegations  of  Authority 


Contract  Management 

See  Handbook  Part  2  -  V 


PMTs  continue  process  by  monitoring 
contract  performance,  payments  and 
quality  assurance  and  maintenance  of 
procurement  files. 

Notify  PMT,  and  when  appropriate,  Legal 
and  Fiscal  Staff,  whenever  termination, 
breach  of  Contract  or  contract  disputes 
affect  contract  performance  (AGO  if 
litigation  threatened) 


Contract  Amendments 

See  Handbook  Part  2  -  V 


Query: 

Contract  for  project  with  maximum  project  cost 
expires  on  June  30, 1997,  with  no  more  options  to 
renew.  Contractor  requests  extension  of  3 
months  in  order  to  complete  performance. 

Are  any  of  the  Following  Allowable  amendments? 

Duration: 

Maximum  Obligation: 
Rate: 

Scope  of  Performance: 


Contract  Amendments 

See  Handbook  Part  2  -  V 


Query: 

Contract  for  project  with  maximum  project  cost  expires  on 
June  30, 1997,  with  no  more  options  to  renew.  Contractor 
requests  additional  costs  and  rates  for  performance. 
Department  wants  to  amend  contract  to  include  additional 
work  unrelated  to  project  valued  at  $500  that  the  Contractor 
is  willing  to  perform  on  site. 

Are  any  of  the  Following  Allowable  amendments? 

Duration: 

Maximum  Obligation: 
Rate: 

Scope  of  Performance: 


Contract  Amendments 

See  Handbook  Part  2  -  V 


Query: 

Contract  for  project  with  maximum  obligation  expires  on  June 
30, 1998.  Half  way  through  the  project,  the  Department 
requests  a  change  in  scope  of  the  Contract  due  to  a  change 
in  performance  needs  unanticipated  at  time  of  procurement 
which  would  enable  a  better  result  and  a  better  value. 

Are  any  of  the  Following  Allowable  amendments? 
Duration: 

Maximum  Obligation: 
Rate: 

Scope  of  Performance: 


Contract  Amendments 

See  Handbook  Part  2  -  V 


Query: 

Contract  specifies  a  maximum  duration,  and  a 
maximum  number  of  units  of  performance  at  a 
set  rate  per  unit.  RFR  states  that  additional  units 
may  be  purchased  upon  receipt  of  additional 
funding. 

Are  any  of  the  Following  Allowable  amendments? 
Duration: 

Maximum  Obligation: 
Rate: 

Scope  of  Performance: 


Contract  Amendments 

See  Handbook  Part  2  -  V 


Query: 

RFR  required  Bidders  to  submit  various  options  which  varied 
in  quality,  scope  and  costs  from  which  a  Department  could 
choose.  The  Contractor  submitted  three  options  and  the 
Department  chose  one.  Half-way  through  the  Contract 
which  will  terminate  in  1998,  the  Department  decides  that 
that  option  in  not  working  and  wants  to  choose  another 
option  or  combination  of  other  options. 

Are  any  of  the  Following  Allowable  amendments? 
Duration: 

Maximum  Obligation: 
Rate: 

Scope  of  Performance: 


Contract  Amendments 

See  Handbook  Part  2  -  V 


Query: 

RFR  was  completed  for  a  Rate  Contract  which 
expires  on  June  30, 1997,  with  no  more  options  to 
renew.  RFR  and  Response  identified  no 
maximum  obligation,  #  of  units  or  estimated  or 
historical  usage. 

Are  any  of  the  Following  Allowable  amendments? 

Duration: 

Maximum  Obligation: 
Rate: 

Scope  of  Performance: 


Contract  Amendments 

See  Handbook  Part  2  -  V 


Query: 

RFR  required  Bidder  to  identify  additional  related  performance 
that  would  be  available  to  the  Department  upon  request  and 
listed  associated  costs.  The  Contract  expires  on  June  30, 
1997.  In  January  1997,  the  Department  wants  to  take 
advantage  of  several  of  these  additional  performance 
items. 

Are  any  of  the  Following  Allowable  amendments? 
Duration: 

Maximum  Obligation: 
Rate: 

Scope  of  Performance: 


